Topics Tentatively Scheduled for Study Session Discussion
and

Topics Requested for Action at Future Business Meetings of the Twenty-Ninth
Town Council of Highland
This meeting will be convened as an electronic meeting, pursuant to Governor Holcomb’s
Executive Orders 20-04, 20-09 and 20-25 and now extended by Executive Order 20-41 through 2
October 2020 allowing such meetings, pursuant to IC 5-14-1.5-3.6 for the duration of the
emergency.

People may observe and record the meeting for live streaming by joining the meeting on the
Zoom platform https://zoom.us/j/91648988315?pwd=Wkd2cytpSUS5WdHZsTUVNRDhzK3U0OQT09

Further, persons wishing to offer comment in the meeting may access the electronic meeting by
using the preceding and adding the password for Meeting ID 916 4898 8315, password (code):
936682.

Monday September 21, 2020:
Study Session 6:30 p.m.
Virtual/Electronic meeting

This meeting contributes to Agenda building for the plenary meeting. Please, also be aware of the
running enrolled list of matters that are likely for the plenary meeting, subject to review by the
municipal executive.

X. Discuss the Standard Operating Procedure proposals being considered by the Town
Board of Metropolitan Police Commissioners. Employment procedure for Certified and
non-certified police officers and a discussion of “lateral hiring” styled as bridging of service
in the Compensation and Benefits Ordinance. (Documents included)

X. Discussion: Review of policy modification for assignment of laptops and electronic tablets.
(Existing policies included)

X. FOP Presentation: Discussion of requests for consideration of the Town Council.

X. Discussion: Discussion of ways and means of a general wage and salary increase for the
police department. (Documents provided.)

X. Discuss and review: the preliminary budgets.

Agenda Building Status Report -1-

The Town of Highland acknowledges its responsibility to comply with the American with Disabilities Act of 1990.
In order to assist individuals with disabilities who require special services (i.e. sign interpretative services,
alternative audio/visual devices, efc.) for participation in or access to Municipal sponsored public programs,
services and or meetings, the Town of Highland requests that individuals make requests for these services forty-
eight (48) hours ahead of the scheduled program, service and or meeting. To make arrangements, contact the
ADA Coordinator for the Town of Highland at (219) 972-7595.



II.
* Plenary Business Meeting of Monday SEPTEMBER 28, 2020 Likely matters

X. Accounts payable vouchers Docket for the period of September 15, 2020, to September
28, 2020 in the amount of $ .

X. Payroll Docket for the payday , 2020, 2020 in the amount of $

X. Minutes of the Meeting of Monday September 14, 2020;

X. Public hearing to consider proposed additional appropriations in the Gaming Revenue
Sharing Fund in the amount of $3,915 and in the Public Safety LIT Fund in the amount of
$15,677 based upon a previously authorized purchase.

X. Request authorization to publish legal notice of public hearing on proposed additional
appropriations for the Gaming Revenue Sharing Fund.

Legislative Appointments

Home Rule Commissions

1. Community Events Commission:
(1) appointment to be made by the Town Council. Term: 4 years. (Note: vacancy of which term
expires January 2022)

Agenda Building Status Report -2-

The Town of Highland acknowledges its responsibility to comply with the American with Disabilities Act of 1990.
In order to assist individuals with disabilities who require special services (i.e. sign interpretative services,
alternative audio/visual devices, efc.) for participation in or access to Municipal sponsored public programs,
services and or meetings, the Town of Highland requests that individuals make requests for these services forty-
eight (48) hours ahead of the scheduled program, service and or meeting. To make arrangements, contact the
ADA Coordinator for the Town of Highland at (219) 972-7595.



4.14 Severance Pay Upon Retirement

For new initial appointments to the Metropolitan Police Department, the
candidate/officer possessing at least 12 months of experience of certified law
enforcement experience will be entitled to transfer that said amount of years of
service from their prior employer to be used for their severance pay benefit.

5.01.02 Sickness / Disability Leave Schedule

For new initial appointments to the Metropolitan Police Department, the
candidate/officer possessing at least 12 months of experience of certified law
enforcement will, after one year of employment, have their years of certified law
enforcement experience added to their one year of service at Highland PD to
establish their new Length of Continuous Service for use in the Sickness/Disability
Leave Schedule.

Lateral Hiring

In regards to Lateral Hiring, candidates that are already members of Indiana PERF
(Public Employees Retirement Fund) are eligible for the transfer of their years of
service to be used to compute their vacation leave, longevity pay, and
sickness/disability leave benefits. Upon approval of the Indiana PERF Board, the
candidate’s Indiana PERF time will transfer in the Indiana PERF upon their hiring
by Highland PD. For those not currently in the Indiana PERF, the candidate will be
starting out in the Indiana PERF as a new enrollee with a beginning balance of
zero years upon their acceptance by the Indiana PERF Board and hiring by
Highland PD.

For all candidates transferring to Highland PD, their transfer years are not
recognized for any seniority matters, to include job assignments or shift choices.




Lateral Hiring of Certified Police Officers / Employee Handbook

5.02 Vacation Leave (Lateral Hiring)

For new initial appointments to the Metropolitan Police Department, the
candidate/officer possessing at least 12 months of experience of certified law
enforcement experience will be entitled to transfer that said amount of years of
service from their prior employer to be used for their vacation day benefit with
the Town of Highland. Those candidates/officers starting after the first of the
calendar year will have their vacation time pro-rated. For example, if an
employee with 3 years of certified law enforcement experience is hired in July,
the new employee will receive one half (1/2) of the entitled 10 days of vacation
for their first year of employment. After the first year of employment, the officer
will have their years of prior certified law enforcement experience added to their
one year of service with the Town of Highland to establish their total years of
service to determine their due vacation time in regards to the town’s current
vacation benefit program described in 5.02.02.

4.04 Longevity Pay

For new initial appointments to the Metropolitan Police Department, the
candidate/officer possessing at least 12 months of experience of certified law
enforcement experience will, after one year of employment, have their years of
certified law enforcement experience added to their one year of service at
Highland PD to establish their new longevity rate.

4.12 Service Awards

For new initial appointments to the Metropolitan Police Department, the
candidate/officer possessing at least 12 months of experience of certified law
enforcement experience will be entitled to transfer that said amount of years of
service from their prior employer to be used for their service time in regards to
their service award benefit with the Town of Highland.
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Subject: Procedure of Employment for Certified and Non-Certified Probationary
Police Officers

Number: 1.1
Date Issued: 9-10-2020
A. PURPOSE

The purpose of this policy is to guide management decisions relative to proper
assessment throughout the hiring process, and to establish the various protocols,
guidelines, and standards used for selecting police officers for employment with the
Highland Police Department.

B. POLICY

It is the policy of the Highland Police Department to provide equal employment
opportunities to all qualified employees and applicants for employment without regard
to race, religion, color, sex, age, mental or physical disability unrelated to ability,
national origin, marital status, or any other projected status consistent with applicable
law. Ourintent is to recruit and retain qualified employees through objective measures
and qualifications, education, training, and performance. The Highland Police
Department not only respects diversity, it actively pursues a diverse police workforce
through the recruitment and selection process. We place an emphasis on service to
the community and actively seek police candidates who place community service as
a priority in their personal approach to policing.

When the need arises as determined by the Board of Metropolitan Police
Commissioners (hereinafter referred to as the Board) to select and hire Probationary
Patrol Officers for the Highland Police Department, the following employment
procedure applies:

C. PROCEDURE
1. The employment procedure may consist of the following :

a. Establish a regular eligibility list.

b. Establish an emergency hire / lateral transfer list; or

c. Establish both a regular eligibility list AND an emergency hire / lateral transfer
list.

2. Notice shall advise the public that any person meeting the qualifications as
determined by the local PERF Board, State Public Employees Retirement Fund
(PERF) Board, State Statues, the Metropolitan Board of Police Commissioners
and approved by the Town Council may obtain, complete, and return by a specified
date a “short form” application. The notice will indicate that both Certified and Non-
certified (Emergency / Lateral transfer Hires) applicants must complete this “short
form” application.




. Certifled Candidates:

A current Police PERF member or individual certified by the Indiana Law
Enforcement Academy (ILEA) or Law Enforcement Certification recognized by
ILEA and the Highland Police Department may at the discretion of the Police
Commission, waive both the agility and the written portion of the testing process.
A separate applicant list will be established for further consideration, individually
of the non-certified applicant list.

. The Board may establish an application fee, payable by a non-certified applicant
at the time of submission of the “short form” application. This fee may be waived |
or reduced if it is determined that the applicant is fully or partially indigent. This
fee shall be used towards covering the costs of the hiring process. There is no fee
for certified applicants as these individuals do not partake in the entire hiring
process (i.e. certified applicants are not required to participate in the agility and
written testing).

. Once the “short form” application is pre-screened and deemed acceptable, to
include the return of the Agility testing Physicians Referral Form and the Informed
Consent, the applicant will be notified of information pertaining to the testing
process, including the time, date, and location of the available appointments.

. RECRUITMENT

The recruitment and selection process is the first and most important step an
organization takes in acquiring and retaining career employees. While the
immediate goal of the hiring process might be to fill current or imminent vacancies,
the department is looking toward the sustainment of a stable and professional
workforce. The following resources / organizations are utilized by the Highland
Police Department as a means of successfully recruiting a diverse pool of
applicants:

a. Local elected officials

b. local and Inner-city religious leaders whom share our borders

c. Military facilities (local National Guard bases, VFW Posts, American Legion
Posts)

d. Local and multi-state public assistance agencies (Department of Welfare,
Department of unemployment, Department of Workforce Development
offices)

e. College campus’ (Purdue Northwest, Indiana University Northwest,
Calumet College, Ivy Tech)

f. Notice SHALL be published in AT LEAST one local newspaper (NWI Times,
Gary Post Tribune) and MAY also be published in one major metropolitan
based Indianapolis or Chicagoland newspaper.




Community news sources (i.e. Gazebo Express)

Indiana Law Enforcement Academy websites

If available, Billboard along major thoroughfare’s in the Town of Highland
If available, Posters at public facilities

L aw Enforcement electronic communication sources (i.e. SPILLMAN Email,
Critical Reach)

T Ta@

E. PROCEDURES FOR EMERGENCY HIRING / LATERAL TRANSFER
APPLICANTS

1. The Highland Police Depariment Chief of Police and his / her designee are
responsible for:

a. Reviewing employment applications and ensuring that emergency hire /
lateral transfer applicants meet the minimum qualifications for the position
of police officer with the Highland Police Department. The Emergency
Hire/Lateral transfer applicant should already be in Indiana PERF or Law
Enforcement academy recognized by ILEA. Because application
screening is considered to be a critical component in the recruiting
program and because timeliness is critical for hiring purposes, emergency
hire / lateral transfer applicants will be pre-screened by a minimum of two
(2) Administrators, and at least one (1) Board member, and at least one
(1) FTO. Those selected to proceed will then be reviewed before the full
Board for further consideration. At that time, these applicants will be
contacted to come back for a long form application / interview.
Emergency hire / lateral transfer applicants must successfully complete
all facets of the application process for further consideration.

b. Establishing and maintaining an eligibility list for the position of police
officer that is certified by the Board.

F. CLERICAL RESPONSIBILITIES FOR ALL APPLYING CANDIDATES

1 The Chief of Police’s Administrative Assistant or a designee of the Chief of
Police is responsible for:

a. Maintaining a tracking system that documents each application selected
for processing, throughout the selection process. This system shall
identify the stages each applicant successfully completes or fails in the
selection process. Those applicants that have been removed from the
selection process are to be identified and, documented reasons for their
removal are to be kept in the applicants file.




b. Ensuring that a file is created on each applicant processed and that the
completed application and supporting documents are maintained in a
secure and orderly fashion.

G. BASIC REQUIREMENTS / QUALIFICATIONS FOR EMPLOYMENT

1.

The Highland Police Department minimum standards for police officer
certification requires that a candidate must:

a. Be atleast 20 years of age in order to complete a short form application.

b. Be at least 21 years of age, but not over 35 by years of age, upon hiring
date per Indiana State PERF standards.

c. Be a United States Citizen

d. Be a high school graduate or have a G.E.D. equivalency.

e. Be of good reputation and character.

f. Be able to pass an agility test (Indiana Law Enforcement Academy
requirements), written test, polygraph, background investigation,
medical examination, and psychological examination.

g. Have a valid driver’s license.

h. Meet residency requirements within six months of employment.

2. Not have been convicted of any felony. Any person who pleads guilty or is
found guilty of a felony shall not be eligible for employment or appointment as
a police officer, regardless of whether they received a suspension of sentence
or withholding of adjudication.

a.

In addition, any person who pleads guilty to, or is found guilty of a felony
involving any bias-motivated crime including harassment or intimidation of
a person or group because of that person’s or group’s actual or perceived
race, color, ancestry, national origin, religion, creed, age, gender variance,
or identity, sexual orientation, or physical or mental disability, shall not be
eligible for employment as a police officer, regardless of whether they
received a suspension of sentence or withholding of adjudication.

If the offense(s) outlined above was committed as a juvenile and involved a
crime that would be considered a Felony if it were to have been committed
by an adult, the circumstances shall be reviewed on a case-by-case basis
by the Chief of Police or his / her designee.

3. Have never received a dishonorable discharge from any branch of the Armed
Forces of the United States. The Chief of Police or designee shall, on a case-
by-case basis, review uncharacterized discharges (i.e. General Discharge
under Honorable Conditions).




4. Be of good moral character. Upon review by the Chief of Police or designee,

cause for disqualification may include various moral character issues ,
depending upon the type(s) of issues, evaluation of circumstances, frequency,
and the age of the applicant at the time of the incident(s).

Upon completion and return of the “short form” application, the applicant must
also turn in documentation that they have clearance from a physician/nurse
practioner that they are physically able to participate in the agility testing phase.

Failure by a candidate to pass any component of Indiana Law Enforcement
Academy (ILEA) testing requirements may be grounds for immediate removal
from the hiring process.

H. MORAL CHARACTER

The Highland Police Department is responsible for conducting a thorough
background investigation in an attempt to determine the moral character of an
applicant. The Police Department standards for evaluating a candidate’s moral
character shall include, but not be limited to, the candidate’s use of controlled
substances and arrest history.

1.

3.

Drug Policy

The unlawful use of any controlled substances, as designated by Indiana State
Statutes and United States Code, by an applicant shall be reviewed by police
management to determine if the applicant is considered to be of good moral
character. This determination shall be made based on all relevant facts,
including the type of controlled substance used, the date of the last use, the
frequency of use, and the age of the applicant at the time of the use. After a
management review of all relevant facts, a determination will be made on
whether or not an applicant will be allowed to continue through the hiring
process.

Arrest History
(a) Must not have been convicted of, or plead guilty to any felony offense.

(b) Must not be under criminal investigation or have criminal charges pending.

Driving History

The present driving history standards of the Highland Police Department prevent
an applicant from being considered for employment if any of the following are
indicated:




a. Suspension of driver's license within the past 36 months shall be reviewed
on a case-by-case basis.

b. Must not have any outstanding traffic warrants.

Must not have a case pending for DUL

d. Must not have any significant negative driving history, which shall be
determined by management review of all relevant facts.

o

4. Tattoo Policy

The tattoo standards of the Highland Police Department prevent an applicant from
being considered for employment if any of the following are indicated:

a. Are of a nature to bring discredit upon the Highland Police Department.
Examples include, but are not limited to, drug-related, gang related, extremist,
obscene, indecent, sexist, or racist.

b. Depict intolerance or discrimination against any race, religion, gender, national
origin, sexual orientation, or gender identification.

c. Any other tattoo, branding, or scarification will be evaluated on a case by case
basis.

d. Note: As perthe current policy of the Highland Police Department, the covering
of all tattoos is required when on-duty and when working a department
sanctioned part time job.

5. Vision Requirements(Based on Indiana State PERF requirements)

a. Any case of colorblindness or permanent abnormality of either eye will be
reviewed by management and all resulting relevant facts will be used to
determine a candidate’s eligibility to proceed through the hiring process.

b. Applicants must have at least 20/100 vision in each eye without correction
(glasses or contacts) and must have 20/30 vision in each eye with correction.

I.  NON CERTIFIED CANDIDATE SELECTION PROCESS
1. Agility Test

a. Once the “short form” application and medical waiver have been correctly
filled out and approved, The Highland Police Department and its employees
will administer the agility test at a location of the Highland Chief of Police or
his / her designee’s choosing. The Agility Test will also be monitored by a
member of Ministry chosen by the Chief of Police.




b. The agility test will be based on the Indiana Law Enforcement Training
Board and Indiana Law Enforcement Academy EXIT standards, NOT
entrance standards. These standards can be viewed via a link on the Town
of Highland Police Department website which shows the agility
requirements and demonstrations of the tests involved.

c. Note that during these portions (Agility Test and Written Test) of the testing
procedure, candidates will not only be judged on the specific test results,
they will also be judged on appearance, demeanor, content of answers, and
overall impression.

d. Failure of the agility entrance exam will result in immediate dismissal from
the hiring process. '

e. Upon successful completion of the agility portion of the testing process, the
candidate will be allowed to proceed to the next step, which is the written
test.

2. Written Test

a. On the date of, and just prior to taking the written test, the Chief of Police or
his / her designee will provide information to the applicants of the following:

1. Starting salary and expected salary schedule, including fringe benefits

2. PERF Rules and Regulations, as set forth by State Statute

3. Basic requirements of the medical, psychological and polygraph
examinations :
4. Indiana Law Enforcement Training Board Certification

5. Basic provisions of the Department Rules and Regulations

6. All appointments to the Police Department shall be of probationary
status for a period of one year.

b. All non-certified candidates are required to take the written test. These
candidates must submit a passing test score.

c. The Chief of Police or his representative, will order materials for the written
tests, as selected by the Board. These tests shall be administered by the
Chief of Police and / or his or her designee and upon completion, all tests
will be sent back to the selected testing company for grading.

d. Non-Certified candidates are all required to take the test at a designated
location to be determined by the Highland Chief of Police or by his / her




designee. The written test will be monitored by a member of Ministry chose
by the Chief of Police. '

e. The written portion of the test covers topics such as reading comprehension
and written expression, inductive and deductive reasoning, information
ordering, and visualization. A study guide will be made available to all
candidates prior to the test date.

f. The written test is merely a procedure to fairly select from the pool of non-
certified applicants a given number of applicants who have already
successfully passed the fithess examination for further processing.

g. After successful completion of the Agility and Written examinations, the
number of non-certified applicants selected for further processing and
evaluation will be determined by either a cut-off test score, or by selecting |
a given number of the top test scores. Either method of cut-off system will
be determined by the Board, based upon the needs of the Police
Department.

3. Long Form Application Process

a. After a non-certified candidate has successfully passed the written and
agility testing phases and has been screened and cleared for
advancement in the hiring process, they will be issued a more detailed
“long form” application which will be provided to them by the Highland
Police Department.

b. This completed application will be prescreened by designated Support
Services personnel and / or the Administrative Assistant or designee to
verify that the applications are complete and correct, and to determine if
there is disqualifying information contained in the application.

c. Incomplete applications will be removed from the process and sent notice
by the Chief of Police’s Administrative Assistant or designee, listing the
reason(s) for rejection. Once notice has been sent, applications rejected
as incomplete may be resubmitted as long as the position announcement
remains open, under the following conditions:

1. After the first rejection, complete applications may be resubmitted by
a certain date that is designated by the Chief of Police.

2. A second rejection for incompletion MAY result in a candidates
elimination from the hiring process.




d. If at any time it is determined that an applicant, probationary officer, or
member of the Highland Police Department falsified or omitted
information from his / her application that would have been an integral
part of the background investigation, that person may be dismissed upon
the recommendation of the Chief of Police to the Board.

4. Oral Interview

a. The Board will develop a list of questions for the candidates however a
candidates response may solicit further questions to clarify or expound upon
a subject matter.

b. The oral interview is a formally structured process. The candidate appears
before an interview panel consisting of the Chief of Police, two (2)
Administrators, the Board, and an FTO. Candidates will be evaluated in
several categories or dimensions that may include but not be limited to the
following:

(1). Command presence

(2). Integrity

(3). Initiative / Interest

(4). Communicative ability

(5).  Tolerance for stress

(6). Judgement/ Decisiveness

c. Candidates who fail the oral interview will be removed from future
consideration.

d. Candidates who notify the department in advance or after missing their
appointment for an oral board and present a valid explanation may have
their oral board rescheduled.

(1) Candidates who do not show up for an oral interview that has been
rescheduled and do notify the department in advance, will be removed
from future consideration.

e Candidates who do not show up for an oral board without notice will be
eliminated from the hiring process.

J. BACKGROUND INVESTIGATION

a. Itis a requirement that a background investigation be conducted on each
candidate applying for employment as a sworn police officer. This part of
the process will commence once a candidate has successfully passed the
oral interview and is being considered for employment.




b. The Highland Criminal Investigations Division will conduct these
investigations to ensure candidates meet State of Indiana, Town of
Highland and, Highland Police Department qualifications for employment or
appointment.

c. The focus of the investigation will include, but not be limited to verification
of the following:

(1)  Education and training information submitted on candidate
applications, questionnaires, and forms associated with the hiring
process.

Previous employment, work history, and military record.

Driving History. '

Arrest and conviction record.

Past or present drug use.

Credit

Personal, neighbor, and business references.

2
3
4
5
6
7
8 Access fo social media accounts.
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d. Discrepancies found during the background investigation process may be
grounds for disqualification from the police officer selection process.

K. POLYGRAPH EXAMINATION

Once a candidate has successfully passed all testing and interviews up to this
point, the final steps prior to hiring will take place. The Highland Police
Department requires the use of a polygraph examination as part of the
background investigation of a candidate. The polygraph examination shall be
viewed as a tool to assist management in proper risk assessment during the
selection process and all costs related to its application on candidates are
covered fully by the Town of Highland. Should deception be indicated as a
result of an initial polygraph, the number of specific polygraphs and the use of
the results will be determined by the Chief of Police or his / her designee.

L. PSYCHOLOGICAL EXAMINATION

a. Pursuant to applicable Indiana State Statutes, Psychological examinations
are a precondition to employment. No applicant will be hired as a patrol
officer who has not successfully passed this prescribed examination. The
Psychological examination shall be administered through such institutions
as the Pension Board may, from time to time, designate and must also be
in compliance with PERF regulations.

b. Psychological exams are conducted using an outside agency and all costs
are covered by the Town of Highland. All candidates are evaluated using
written and / or oral (interview) methods.




C.

d.

e.

The examinations administered during the psychological examination
include, but are not limited to, the “Minnesota Multiphase Personality
Inventory-2 (MMPI-2).

At the conclusion of testing, the applicants are rated after review of the
comprehensive test results, interview observations, and background
material. The purpose of the evaluation is to determine suitability and
identify risk factors for a critical occupation and not simply to diagnose
psychological deficiencies. Applicants are compared not only to general
population norms but also to law enforcement specific norms.

A failure in this phase of the testing process does not necessarily prevent a
candidate from reapplying with the Highland Police Department in the future
depending on however, the conclusions reached by the psychologist and
all the factors involved.

M. MEDICAL EXAMINATION

a.

Pursuant to applicable Indiana State Statutes, medical examinations are a
precondition to employment. No applicant will be hired as a patrol officer
who has not successfully passed this prescribed examination. The medical

‘examination shall be administered through such institutions as the Pension

Board may, from time to time, designate and must also be in compliance
with PERF regulations.

The Town of Highland employs an approved medical contract vendor to
conduct pre-employment medical examinations. Based on the results of
the medical examination, the candidate will be deemed cleared to proceed
with the hiring process or eliminated from consideration for employment.

The Town of Highland shall assume half the cost of the medical
examination.

Upon completion of the medical examination, the examining physician will
complete the necessary paperwork and forms for submission as proof of
the candidates passing / failing the required examination.

Both certified AND non-certified candidates must also be approved by the
local Pension Board and PERF prior to hiring.

N. MILITARY CREDIT
The Highland Police Department will abide by Indiana Code 5-9-3-2, which states:



“Political subdivisions of the State of Indiana shall allow preference points
to eligible armed forces veterans who are being examined for full time
employment. Preference points awarded to such veterans on each such
examination shall be ten percent (10%) of the total number of points which
may be obtained thereon.

To be eligible to receive preference points under this chapter, a person must
have; (a) served on active duty in the armed forces of the United States for ’
at least one hundred eighty-one (181) days, and; (b) received an honorable
discharge.

If seeking Military credit, DD214 Forms MUST be provided by the
applicant AT THE TIME the “short form” application is turned in.

The provisions of the chapter are in lieu of any policy of a political
subdivision allowing employment preference for veterans in effect before
July 1, 1975.”

O. CERTIFIED CANDIDATE SELECTION PROCESS

1. All candidates applying for an emergency or lateral transfer hiring will be
subject to the following procedures.

a. A “short form” application will be submitted during the announced time
frame by each candidate.

b. A pre-interview of each applicant will take place and be administered by
at least two (2) Administrators, one Board member, and one FTO.

c. Once a Certified applicant completes the pre-interview and they are
selected to continue through the hiring process, he / she will be issued
a “long form” application that is to be completed and turned in during a
specified time frame. The same rules apply for turning the application
in as those that apply for non-certified applicants.

d. Once the “long form” application is reviewed, the candidate will be
interviewed a second time by at least two (2) police administrators, the
Board, and one FTO.

e. Upon successful participation in the second interview and the candidate
is clear to proceed through the process, a polygraph examination will be
conducted.

f. Medical and psychological examinations will be administered to each
candidate who passes the polygraph examination.

g. The final step in the process will be local Pension Board, PERF and
Highland Town Council approval.




LAW ENFORCEMENT  CERTIFICATION AND  EXPERIENCE
CERTIFIED/LATERAL HIRES:

A candidate with law enforcement certification recognized by the Indiana
Law Enforcement Training Board and at least twelve (12) months of full time
experience equivalent to a forty (40) hour work week and up to thirty six (36)
months of experience, is eligible for appointment to Police Officer Class 4.
If the candidate has completed a POST-certified law enforcement basic
training course in another state and if they qualify for a partial waiver of
Indiana’s basic training requirement, the candidate must complete the
required training and testing within one year from their date of hire. An
experienced candidate must remain at Class 4 during the entire Field
Training process and a minimum of an additional ninety (90) days solo duty,
after which time the officer will be evaluated for performance by his or her
Shift Supervisor, Division Commander, and Chief of Police. The officer
must meet a minimally acceptable level on a performance evaluation. The
Chief will then make a recommendation to the Police Commission as to
whether the Officer should be promoted to Police Officer Class 3. The
Officer must remain at Class 3 for a minimum of twelve (12) months before
being considered for promotion to Police Officer Class 2, unless otherwise
authorized by the Metropolitan Board of Police Commissioners.

A candidate with law enforcement certification recognized by the Indiana
Law Enforcement Training Board and at least sixty one (61) months of full
time experience equivalent to a forty (40) hour work week, is eligible for
appointment to Police Officer Class 2. If the candidate has completed a
POST-certified law enforcement basic training course in another state and
if they qualify for a partial waiver of Indiana’s basic training requirement, the
candidate must complete the required training and testing within one year
from their date of hire. An experienced candidate must remain at Class 2
during the entire Field Training process and a minimum of an additional
ninety (90) days solo duty, after which time the officer will be evaluated for
performance by his or her Shift Supervisor, Division Commander, and Chief
of Police. The officer must meet a minimally acceptable level on a
performance evaluation. The Chief will then make a recommendation to the
Police Commission as to whether the Officer should be promoted to Police
Officer Class 1.

All new hires of the Highland Metropolitan Police Department will also be
considered “Probationary Officers” for one year as set forth in the
Highland Police Department's Standard Operating Procedures Manual.




P.

NON-CERTIFIED CANDIDATE HIRE

1. All candidates applying for hiring will be subject to the following

procedures.

a. A “short form” application will be submitted during the announced time
frame by each candidate.

b. Once a non-certified applicant completes the pre-interview and they
are selected to continue through the hiring process he/she will be issued
a “long form” application that is to be completed and turned in during a
specified time frame. The same rules apply for turning the application
in as those that apply for certified applicants.

c. One the "long form” application is reviewed, the candidate will be
interviewed a second time by at least two (2) Police Administrators, the
Board and one FTO.

d. Upon successful participation in the second interview and the

candidate is clear to proceed through the process, a polygraph

examination will be conducted.

e. Medical and psychological examinations will be administered to each
candidate who passes the polygraph examination.

f. The final step in the process will be local Pension Board and PERF
and the Town Council approval.

LAW ENFORCEMENT CERTIFICATION- NON CERTIFIED HIRES

A candidate with no law enforcement certification is eligible for
appointment to Police Officer Class 4. He or she must remain at this
class for a minimum of twelve (12) months before permanent
appointment may be given and before consideration is given for
promotion to Police Officer Class 3. If promoted to Class 3, the officer
must remain at Class 3 for a minimum of twelve (12) months before
consideration is given for promotion to Police Officer Class 2. If
promoted to Class 2, the officer must remain at Class 2 for a minimum
of twelve (12) months before consideration is given for promotion to
Police Officer Class 1.

A candidate with law enforcement certification recognized by the Indiana
Law Enforcement Training Board at the time of hire, but with less than
twelve (12) months experience excluding time spent at academy
training, is eligible for appointment to Police Officer Class 4. He or she




must remain at this class for a minimum of twelve (12) months before
permanent appointment may be given and before consideration is given
for promotion to Police Officer Class 3. If promoted to Class 3, the officer
must remain at Class 3 for a minimum of twelve (12) months before
consideration is given for promotion to Police Officer Class 2. If
promoted to Class 2, the officer must remain at Class 2 for a minimum
of twelve (12) months before consideration is given for promotion to
Police Officer Class 1.

A candidate with law enforcement certification recog nized by the Indiana
Law Enforcement Training Board and at least twelve (12) months of full
time police experience equivalent to a forty (40) hour work week,
excluding time spent at academy training, is eligible for appointment to
Police Officer Class 3. An experienced candidate must remain at Class
3 during the entire Field Training process and a minimum of an additional
ninety (90) days solo duty, after which time the officer will be evaluated
for performance by his or her Shift Supervisor, Division Commander; and
Chief of Police. The officer must meet a minimally acceptable level of
four (4) on a performance evaluation. The Chief will then make a
recommendation to the Police Commission as to whether the officer
should be promoted to Police Officer Class 2. The officer must remain
at Class 2 for a minimum of twelve (12) months before being considered
for promotion to Police Officer Class 1, unless otherwise authorized by
the Metropolitan Board of Police Commissioners.

All new hires of the Highland Metropolitan Police Department will also be
considered “Probationary Officers” for one year as set forth in the Highland
Police Department’s Standard Operating Procedures Manual.

P. SELECTION /ELIMINATION OF APPLICANT

a. Review of the applicants’ qualifications and related documents will be
made and a decision to either hire or eliminate the applicant from the
process shall be made by the Board. An additional interview with the
applicant may be necessary should any questions or concerns need to
be addressed. Should the Board determine that said applicant is to be
hired, the same will be done subject to the approval of the Town Councll
of the Town of Highland, pursuant to 1.C. 36-8-9-4. Should the Board
determine to eliminate the applicant from further consideration, the
Board will select another candidate from the pool, and the same
procedure will be employed as outlined above, until such time as a
qualified applicant has been hired by the Board, subject to the approval
of the Town Council. An applicant going through the hiring process who



is later denied by the Board will be notified via mail by the Police
Commission Chair that they are no longer being considered. The reason
for denying the applicant will not be disclosed in the letter.  Finally,
should there be further openings for positions in the Police Department
during the effective period of the eligibility pool the same employment
procedure will be followed as set forth above. If, when contacted, an
applicant states that he or she is no longer interested in becoming a
Highland police officer, for whatever reason, said applicant’s name shall
be removed from the current eligibility list.

b. Should a situation arise where the number of police officers is at a level
determined to be detrimental to the safety of the Highland Police
Department or the public at large, the Board may declare a state of
emergency and suspend, for a given period of time, the normal hiring
practice as previously set forth. Notification will be made on the [LEA
website and Highland Police Department website, of the state of
Emergency/lateral hiring and the process for which an individual may
apply. The Board could then hire any certified applicant, or applicants,
subject to all applicable state statues.

c. Any person who has successfully completed the Highland Police
Department College Internship Program with a minimum of one hundred
fifty (150) hours of in-service training may apply for the position of
probationary officer providing that the person applies within one year of
the completion of the internship.  The candidate must meet all
qualifications as previously set forth with the exception of the written test.
The candidate will interview with the Board and, upon their
recommendation, the applicant may be placed on the current eligibility
list, and will be subject to the normal hiring process as detailed in this
section.

d. All appointments to the Police Department shall be of probationary
status for a period of one year, pursuant to [.C. 36-8-9-7. The candidate
must pass all Academy qualifications at the time administered or face
no regular appointment. If the Board finds, upon written
recommendation from the Chief of Police, at any time during the
probationary period that the conduct or capacity of a member is not
satisfactory, the Board shall notify the probationary officer in writing that
he or she is suspended or that he or she will not receive a regular
appointment. If the probationary officer is notified that he or she will not
receive a regular appointment, his or her employment ceases




immediately. A probationary officer shall not be entitled to a hearing or
due process rights that are afforded to a non-probationary officer and

~ hereby waives all rights to a due process hearing or further appeal. This
waiver, as well as either a Training Agreement or Reimbursement
Agreement, must be signed by the probationary officer prior to being
hired.

Q. ELIGIBILILTY LIST/APPLICANT POOL

a. The Administrative Assistant or his / her designee in conjunction with the
Chief of Police is tasked with compiling an eligibility list separately for
certified and non-certified police officer applicants. The list remains valid
for 12 months unless otherwise determined to be extended by the Board.

b. As candidates are processed, their names are merged into the existing
eligibility pool according to their final score.

. The Board determines the best suited candidate(s) for the position and may
choose the candidate(s) based upon the departments needs from this list.
The Board then forwards the selected names to the Chief of Police who
then assigns the Criminal Investigations Division the task of conducting
background investigations on each candidate.







General provisions regarding use of municipal property
§ 3.16 Use of Municipal Property and Facilities

Employees who operate vehicles owned by the Town will lock the vehicle
when it is not occupied or otherwise secured in a facility that is locked down.
The use of Town postage stamps or the postage meter for personal use is
strictly prohibited. Except as otherwise provided in Sections §5.17 et seq.,
§5.24.03 and § 5.24.04, use of Town tools, material, facilities or equipment for
personal use is prohibited.

This prohibition does not prevent the use of facsimile or photo-coping
machines provided the authorized fees for such uses are paid. Still further, this
does not prohibit the use of personal properties that are otherwise made
available to the public subject to a rental or user fee, provided the employee
applies for the use as would any member of the public and pays the
appropriate user fees. Further, this prohibition does not affect the reasonable
use of telephones for personal use that does not adversely affect the
performance of an employee’s official duties or the functions of an employee’s
department.

If, for any reason, you leave our employment, you must return any property
of the Town in your possession. These items should be returned not later than
your last day of work.

(Amended 24 August 2009; Ordinance No. 1432)

§ 3.17 Confidential Information

In the course of your employment with the Town, you may have access to
information which is confidential, including, but not limited to, information
about new Town projects, accounting records, insurance records, personnel
records and information about our citizens. You shall not use, disclose or
divulge the confidential information of the Town or its citizens to any third
party, without prior authorization.

§9.02 Anti-Theft Policy

The security of your property, the Town's property and the property of our
citizens is a serious concern to each of us with the municipality. Property
losses resulting from theft reduce profits, harm morale, cause suspicion and
mistrust and threaten the future of our jobs. As a result, we have a policy to
ensure that all suspected theft cases are handled consistently, fairly and with
dignity. In the event of theft or suspected theft, the Town will thoroughly
investigate the matter. Law enforcement may be called to investigate such
thefts. Any employee caught stealing will subject themselves to possible
criminal prosecution and/ or termination from employment with the Town of
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Highland._Of course, the Town cannot be held accountable for any loss,
destruction or theft of employee's personal property. However, the Town is
hopeful that this Policy will help minimize the risk of your personal property
or other property being stolen.

Computer Use Policy
§9.04 Computer Use Policy
§9.04.01 Acceptable Use Policy

The Town of Highland is committed to the effective use of computer
technology, but safeguards must be established to ensure that investment in
hardware and software is achieving the benefits of technology and minimizing
adverse consequences. The goal in providing computer network service is to
promote resource sharing, innovation and communication. Implementation of
this policy is the responsibility of all Town employees. These guidelines are
established to ensure that all computer users are making appropriate and
ethical use of computers as well as computer networks. A computer user is
required to acknowledge he or she has read these policies and guidelines prior
to use of the Town’s computer networks. These policies and guidelines are
subordinate to State and Federal law, departmental policies, and rules or
operating guides where they may be more prescriptive.

Standard Operating Policy 5.10 issued January 1, 2006, as it may be amended
from time to time, governs computer and Internet use by law enforcement
officers engaged in criminal investigations authorized and sanctioned by the
Highland Police Department.

§9.04.02 Internet

Access to computers enables access to people all over the world and brings
with it the availability of material that may not be considered to be of
educational value. On a global network, it’s impossible to control all materials
and information. Eventually, Internet users may discover some information
that is controversial, vulgar or otherwise inappropriate. Although the Town
may use Internet filter software, there are no guarantees that computer
network user will not eventually be exposed to inappropriate material.
However, the benefits of informational interaction on the worldwide Internet
network far outweigh the negative possibilities.

§9.04.03 Terms and Conditions of Computer Network Use
(A)  General Policies:
(1)  The Town’s Computer Network Administrator or designee will

provide account numbers and will maintain security. Use of
these accounts will be monitored.
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(2)  The Town’s Computer Network Administrator or designee must
be notified prior to the downloading or installation of any
software program or connecting hardware onto town-owned
computers. All software programs and/or hardware
connections must be approved and installed by the Town’s
Computer Network Administrator or designee The Town is not
responsible for maintaining or servicing non-approved
programs or for any problems caused by or related to such
programs. The Town reserves the right to delete any
unauthorized software programs.

(3)  Making unauthorized copies of software found on any computer
is prohibited.

4) Access and/ or use of another user’s account is prohibited.

(5)  Copying, changing, reading or using files of another user
without his or her consent is prohibited.

(6) Unauthorized access to system programs or computer
equipment is prohibited.

(7)  Responsibility — Users remain responsible for their accounts and
computers until logged out.

(B) Acceptable Use

Transmission of any material in violation of any applicable federal or state law
or regulation is prohibited. This includes, but is not limited to, copyrighted
material, threatening or obscene material or political activity.

(C) Privileges

The use of this network is a privilege, not a right; and is subject to regulation,
denial, and discipline for misuse. Non-work related use of the computer shall
not be abused and shall result in disciplinary action consistent with the most
current edition of employee work rules.

(D)Network Etiquette

Computer users are expected to abide by the generally accepted rules of
network etiquette. These include, but are not limited to, the following:

(1)  Any speech transmitted by the use of a town owned computer
does not constitute speech in a “public forum” and is subject to
regulation by the Town.

(2)  There should be no expectation of privacy when transmitting
information over computer networks. Information transmitted
over the town’s computer networks will be regarded as “public
records”. An e-mail that is sent, received or stored on a computer
server of the Town may be retained by the Town.



(3)  Only proper and courteous language is permitted; vulgarities or
any other inappropriate language is prohibited. Messages shall
not contain bigotry, racism, violence, threats or hate.

4) To access, upload, download, or distribute violent, threatening,
pornographic, obscene, or sexually explicit materials is
prohibited.

(5) Users shall not reveal their personal address or phone number
and are not to reveal the name, personal phone number or
address of any other individual.

(6)  Persons who operate the Town’s computer network have access
to e-mail. Messages relating to or in support of illegal activities
shall be reported to the appropriate authorities.

7) The network shall not be used in such a way to disrupt the use
of the network or other users.

(8) All communications and information accessible via the networks
shall be assumed to be the private property of those providing
the information. Copying, downloading, etc., without implied or
direct permission of the provider and any violation of copyright

laws or policies, shall be considered a violation of these rules and
code of ethics.

(E) Warranties and Responsibilities

The Town makes no warranties of any kind, expressed or implied, for
computer services provided. The Town is not responsible for any damages
incurred by a computer user, including loss of data resulting from delays, non-
deliveries, mis-deliveries, or service interruptions caused by the Town’s own
negligence or the user’s errors or omissions. Use of any information obtained
via a computer network is at the user’s risk. The Town specifically does not
have any responsibility for the accuracy or quality of information obtained
through its computer services.

(F) Unsolicited On-line Contact

Town of Highland employees are not to respond to any unsolicited on-line
contact. Users should be aware that some materials accessible via the Internet
might contain items that are illegal, defamatory, inaccurate, violent, sexually
explicit, or potentially offensive to some people. In addition, it is possible to
purchase certain goods and services via the Internet that could result in
unwanted financial obligations for which a user would be liable. Vandalism -
Vandalism is defined as any attempt to harm or destroy data or equipment.
This includes, but is not limited to: uploading or creating computer viruses,
changing of system defaults or passwords, destroying network data, and
damaging computer equipment. Anyone responsible for vandalism is subject
to denial of privileges and/or discipline. There are criminal statutes
pertaining to computer tampering (such as Indiana Code 35-43-1-4) and
computer trespass (Indiana Code 35-43-2-3). Computer tampering deals with
the knowing or intentional alteration or damage to a computer program or
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data without consent, and computer trespass deals with the knowing or
intentional access to a computer system network or a part thereof without
consent. Computer tampering is a Class D Felony, and computer trespass is a
Class A Misdemeanor. In addition, there are other criminal offenses which
deal with theft and criminal mischief with similar or greater penalties of
imprisonment, depending on the circumstance.

§ 9.04.04 Hold Harmless Provision and Indemnification. A computer user who
accesses computer equipment, software and networks of the Town of
Highland, agrees to hold the Town of Highland harmless and agrees to
indemnify the Town from any and all liability, loss or damages the Town may
suffer as a result of claims, demands, attorney’s fees, costs or judgments
against the Town arising out of the user’s violation of terms and conditions of
computer network use.

§ 9.04.05 Consequences. Violations of the terms and conditions described
above shall result in disciplinary action. Itis a criminal act under Indiana law
to access a computer system and/or damage or alter a computer program,
data, or hardware without the consent of the computer owner. A computer
user who violates these terms and conditions shall lose computer privileges
and be subject to disciplinary action.

Excerpts from the Compensation and Benefits ordinance commonly called Employee
Handbook, as amended through August 10, 2020.
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Town of Highland

MUNICIPAL BUILDING ° 3333 RIDGE ROAD * HIGHLAND, INDIANA 46322
PHONE: (219) 838-1080 FAX: (219) 972-5097
Office of the Town Clerk-Treasurer

Date: Wednesday, July 22, 2020

To:  Highland Town Council (fiscal/legis body)
Mark J. Schocke, President/ Municipal Executive
Mark A. Herak, Fin/Budget Chairman

Highland Town Council (Works Board)
Mark J. Schocke, President

Mark Knesek, Public Works Director
Kenneth Mika, Building Commissioner
William R. Timmer, Jr., CFOD, Fire Chief

Political Subdivisions that require legislative body approval for budget to be final

Board of Sanitary Commissioners (subject to IC 6-1.1-17-20)
Richard Garcia, President
Mark Knesek, Superintendent

Board of Waterworks Directors (subject to IC 6-1.1-17-20)
George A. Smith, President
Mark Knesek, Superintendent

Executive Departments or Boards subject to direct Fiscal Body Approval

Park and Recreation Board /Parks and Recreation Department
Carlos Abuto, President
Alex M. Brown, CPRP, Superintendent

Community Events Commission
Jon Brezlin, Chair

Redevelopment Commission/Redevelopment Department
George Georgeff, President
Kathy DeGuilio-Fox, Redevelopment Director

Town Board of Metropolitan Police Commissioners/Metropolitan Police Department
Steve Jurczak, Chairman
Peter T. Hojnicki, Metropolitan Police Chief

Board of Trustees of the 1925 Police Pension Fund
Mark J. Schocke, President
Kenneth Balon, Secretary

Office of the Town Clerk-Treasurer
Michael W. Griffin, IAMC/MMC/CPFA /ACPFIM/CMO, Clerk-Treasurer

FY 2021



From: Michael W. Griffin, IAMC/MMC/CPFA/ACPFIM/CMO
Clerk-Treasurer/Municipal Fiscal Officer

Mark Herak, Budget & Finance Chair
Highland Town Council

Re:  Budget Calendar for Fiscal Year 2021

Dear Officers:

As you should know, there is a maximum levy that gets to be grown by the annual
growth quotient. The maximum tax levy to be shared among and between the General,
Park, Redevelopment and Police Pension Funds. The growth quotientis 4.2% and last
year it was 3.5%. Even if the TOWN COUNCIL chooses to tax as high as the law
allows, the taxes will not be increased fully owing to the impact of property tax caps
which are estimated by the DLGF to rise. This amount continues to vex us because
the special exemption for taxes to pay for debt issued before July 1, 2008 expired by
operation of Article 10, Section 1 (h) of the State Constitution. As you can see among the
several funds subject to the maximum levy limitation, getting to balance will be a
challenge.

It is the judgement of the Budget and Finance Chair in consultation with the Town
Council that the Town should should remain especially prudent. Further, we are
experiencing circuit breaker impact from the amount of lease levies and debt service
levies already. So, to the extent possible, departments are urged to maintain the
approved budget levels of FY 2020 meaning NO INCREASES OVER THE APPROVED
BUDGET. Any particular increases must be absorbed within the budget approved for
2020, not added.

For the purposes of budget building, all department heads are asked to figure a 10%
increase in health insurance. (Again, this is for the purposes of the budget estimates only. It is
expected to be less when finalized).

For dental plan costs please estimate no increase from the current level for budget
purposes. It is locked in for 2021. It is included with the health insurance line. Other
insurance lines should be stable. Also, use the 2020 number for the Information
Communications Technology Fund services. Please keep the line clearly identified.
REMEMBER NO POSTAGE BUDGETS and NO COMMUNICATIONS as that is
absorbed into the ICT Fund as an internal service fund cost.

For FY 2021 Civil PERF rate is unchanged at 11.20% plus 3% for the employer-paid
employee’s share making a total of 14.2%. For FY 2021 the public safety PERF rate for
employers will be 17.5% of the first class patrol officer salary plus twenty years
longevity. Also, note, that the public safety perf will be reduced because there will be
only 26 paydays in 2021.

For PUBLIC SAFETY INPRS amount please use $13,106 per sworn officer as the annual
amount for the budget. The annual number should be applied for each full-time covered
sworn officer to calculate the Sworn PERF amount paid by Employer. This EMPLOYER
AMOUNT must be paid on all active duty sworn officers regardless of tenure — even if at or over
32 years of service. Again, the employee share stops after 32 years. The employer’s share DOES
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NOT.

Here are your budgetary resources for FY 2021:

Police Department CASH POTENTIAL
General Fund S 5,716,532
Public Safety UT Fund S 128,000
VIPS/Parks Public Safety Fund N 6,000 S 23,128.96
Local Siezed Asset Fund S 17,779.00
FEDERAL FORFEIT & SIEZED ASSET Cannot substitute must supplement budget
LAW ENFORCEMENT CONT ED $ 45,500.00 $ 84,278.60
Special Public Safety Fund $ 15,562.64
MCCD Fund $ 127,800

VIPS Department
CGeneral Fund S 19,000

Fire Department

General Fund S 425,960

Public Safety LIT Fund S 330,000
Building and Inspection Department

General Fund $ 372,284

Unsafe Building Fund S 142,667

Plan Commission Department
General Fund $ 71,413

Advisory Board of Zoning Appeals Department
Ceneral Fund S 22,719

Office of Town Council

Ceneral Fund ) 239,221

Economic Development UT Fund $ 100,000
Board of Works

General Fund S 796,851
Office of Clerk-Treasurer

General fund $ 264,631

Parks and Recreation Department
Parks Special Operating {General) Fund §  2,418,431.00

Redevelopment Department

Redevelopment General Fund $ 267,946
Economic Development UT Fund S 220,000
Public Works Department (Agency) FY 2021 FY 2022 FY 2023

Motor Vehicle Highway Fund S 1,095,385.00 $ 933,318.00 $771,251.00
Locaf Road and Street Fund S 411,724.00
MCCD Fund S 31,353.00
Economic Development UT Fund $ 280,000.00

Please note the following budget schedule for municipal fiscal year 2021. Dates in bold
embossed type correspond to the timetables set forth in the statutory provisions of IC 5-
3-1 and IC 6-1.1-17. REMEMBER: THE DLGF REQUIRES THE TOWN TO FILE ITS
BUDGET ON LINE THROUGH THE GATEWAY. SO, BUDGET ENTRY TIMETABLES
WILL BE STRICT BASED UPON THE ISSUES WITH DLGF and ITS ON-LINE
SYSTEM. WE ARE ADVISED THAT DLGF SEEKS THE FORMS ONE TO BE READY
FOR THE BUDGET WORKSHOP. HIGHLAND IS SLATED AS INDICATED IN THE

FY 2021 Page 3
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